Quick Guide To Submitting Summer Hire RPA
(To be used in conjunction with the DCPDS Desk Guide for Managers)
1. Select "Request for Personnel Action" from the Navigator list, and click "Open".
2. Select "Recruit/Fill"* and click "Open".

3. Complete blocks 3, 4,5 & 6. The RPA must be signed in blocks 5 and 6 by the requestor
and authorized manager.
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4. Click on the “Remarks and Address” tab.

5. In Part D of the “Remarks and Address” tab, provide the following information for a Summer
Hire RPA.

Organization/UIC/Organization Code/Command Code:

Duty Location: (i.e., Stuttgart, Germany)

Kaserne or Barracks Name: (i.e., Kelley Barracks)

Bldg. # / Room #:

Supervisor's Name / phone number/e-mail address:

Position Type: (i.e., Clerical or Labor), If Labor, please state if power equipment will be
operated!

Name Request: (Submit name only if the applicant worked for your organization last year)



|:> [Organization/Organization Code/Command Code:
Duty Location and Kaserne or Barracks Name:

*Note: The Gatekeeper Checklist is not required. If the above information is not provided, the
RPA will be returned to Management. This information is required for the CPOC to create the
summer hire position.
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6. Save your action by clicking the yellow diskette icon located in the upper left corner of the
toolbar. Click "Yes" when prompted, to route your action. An RPA number will be generated.
Record the RPA number for future reference.

7. In the next dialog box "Routing", select "Save and hold in personal inbox" and click "Ok."
8. Access your Civilian Inbox, select the RPA and click "Respond”

9. Click "Save". Click "Yes" to route your action.

10. In the next dialog box "Routing", select "Person” and click "Ok.

11. Locate your RMO from the "Person" listing, then click "OKk".

12. Once the RPA has been reviewed/approved by the RMO and is ready to be submitted to the
CPOC, the RPA should be routed to "XYZ-0SHPMC/COCD" from the "Groupbox" routing list.



